ﬂ Judson Independent School District
lSI ) Missed Punch/ Abscence FFrom Duty

Jame: Employee ID #:

Date form submitted: CampusDept.: CampusDept. #f

_MISSED PUNCH - TIME CORRECTION SECTION

Date IN/OUT (v) Punch Time AM/P(v) Reason Code

COIN  Oour OaAM  OPM

CIN_- dour OaAM  OPM

CIN - doutr OAM  OPM

o gour OAM  OPM

CiIN - Oour OAnM OPM

REASON CODES
Pt = Failed Punch P4 = Data Basc Down P7 = Failed 10: P8 = Bank Time
P2 = Lost Badgc PS5 = No lunch Taken S Use Sefi Key
P3 = Clack down P& = Dclcte Punch F__Use Function Key
Comnients:
ABSENCE FROM DUTY SECTION '
DATE HOURS LEAVE CODE

LLEAVE CODES

101 =STATE SICK (Employed beforc 1996) JD =JURY DUTY **

102 = EMPLOYEL! FAMILY {LLNESS MIL MILITARY LLEAVE **¢

DIF  =DEATHIN FAMILY ADM = ADMINISTRATIVE LEAVE **+¥

106 = VACATION DAY ADU = ADMINISTRATIVE LEAVE UNPAID) #*¢¢
107 = PERSONAL * SBL = SCHOOL BUSINESS LEAVL:

CBl. = CATE SCHOOL. BUSINESS OBL. = OUT OF STATE BUSINESS LEAVE

COS CATE OUT OF STATE BUSINESS LEAVE | WC =]INJURY ON THE JOB

* DEC(I.OCAL) Discretionary leave may not be taken for more than three consecutive days
Ll Attach certification of refease and send to Payroll
bebaded Attach a copy of orders and send to Payroll

44+ NMust have approval from the Chief Human Resources Officer

Comments:

Pavroll Phone Number: 210-945-5521 _
Employee Signature: Date:
Supervisor Signaturc: Date:

Director Signature: Date:
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